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POLI CE RECORDS CLERK

(Competitive Class)

GENERAL STATEMENT OF DUTI ES

This <class conprises specialized I|ine support ©positions
concerned with the proper operation of the records division of
the police departnent. Enployees of this class performduties

such as maintaining office records and revising the filing
system for such records when needed, checking records and
reports for accuracy, and seeing that any errors in records and
reports are corrected. The departnental records clerk normally
recei ves general instructions for work to be performed and wor ks

i ndependently in npbst areas. Positions of this class are
non- supervi sory i n nature, and enpl oyees report to and have work
reviewed by a regular line officer at the rank of Police

Li eut enant or Assi stant Police Chief.

EXAMPLES OF WORK
Exanples listed beloware illustrative only and are not i ntended
to be inclusive or exclusive.

Mai nt ai ns general office records; receives reports and types
t hem according to established procedures; checks reports for
accuracy, conpl eteness, and conformty to established procedures
and institutes procedures to correct any inaccurate or
i nconpl ete reports turned in by departnent nmenbers.

Revi ses department filing system when necessary.

Answers tel ephone, routes calls, gives out routine information,;
interviews callers.

Adds new information to the files of persons with police
records.

May al so performduties such as: maintaining personnel records
for the police departnent; taking and transcribing dictation;

proofreading and sending out correspondence; typing office
material; gathering data fromfile records to prepare reports
for the chief; maki ng and canceling appointnents for

superiors; preparing purchase requisitions and maki ng purchases
for the departnment; attending official nmeetings for the purpose
of taking m nutes; taking statenents fromw tnesses; conpiling
court docket; supervising subordinate or uncl assified personnel
assigned to the records division.

Perfornms related duties as assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physi cal
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must be not |ess than eighteen (18) years of age.
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